
Leadership Element 
 
 
Results  
 
Resources are managed to accomplish the Department’s Strategic Goals and [Insert “office” 
name] objectives. [Insert “office” name] priorities are communicated to staff. 
 
Employees are coached to realize their potential, using individual development plans and training 
programs to increase staff productivity.  
 
Employee performance and recognition is managed through continuous feedback on 
performance, performance appraisals and awards, and resolution of performance deficiencies.  
 
Employees are motivated to achieve high performance and to produce high quality products and 
materials.  
 
Employment actions such as selections and promotions are managed, and are consistent with 
equal opportunity and diversity principles.  Employee grievances and allegations of 
discrimination receive a prompt response with the goal of resolution at the lowest organizational 
level.  
 
Office complies with legal and reporting obligations, the Privacy Act, and other applicable 
statutes, including the requirements of governmental and other suppliers of data to the [Insert 
“office” name] to ensure the confidentiality of Personally Identifiable Information (PII). 
 
Evaluation Criteria  
 
Staff is applied effectively to complete assignments and meet the responsibilities of the Office.  
 
Office performance is consistent with [Insert “office” name] standards and performance 
plans/evaluations.  
 
Staff is constantly being developed to meet changing requirements.  
 
Performance plans and individual development plans are in place by November 30.  
 
Mid-year progress reviews are conducted by April 30.  
 
Performance appraisals and ratings are completed by October 31.  
 
The Performance Management Tracking System is maintained and usually kept current to 
facilitate the bureau’s completion of the Department’s CD-431 reporting deadlines. 
 
 
 


